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Prepared by the 
DEPARTMENT OF PUBLIC INSTRUCTION, IN ACCORDANCE WITH 
SECTIONS 3832-e1 AND 3832-e2, SCHOOL LAWS OF IOWA 


This Book Is the Property of the District. Upon the Completion of His Term 
of Office, the Secretary Should Deliver to His Successor This Bool, 
Together With All Other Records, Papers and Funds. 


-_ School District 


____ County, lowa 


SCHOOL AND OFFICE SUPPLIES 
RURAL SCHOOL RECORDS 


Standard Forms Adopted July 1936 
N02 67-1 A—Secse Records 39X12 perreeeccccee ee rceren cea atana tesanterseninonceacerctncoareonaevestatresttawectes $3.25 
No. 57-1B—Treas. Record, 9x12 . say thee alt aang te pea ES opie pend gic eth eeows PLY O54 
WARRANTS—ORDERS—VOUCHERS 


57-1AA—School Warrants. New form classifying by code number. Has 


space for name of bank. 100 to DOOK. 22... es sesecceeeseccassenneerennseevenen -- «D0 
57-11W—School Warrants. Same as 57-1AA except does not have space 
for name. of banka ee eS eee ne 50 


51-R4—New Five Year School Register of Attendance, Classification, and 
Achievement. A Lao e record for schools on the six weeks 


period and semester basis... siee Sescnea ee ALO. 
52-A6—School Officers Bond, for Beek, or Treasurer ...........-. 50 Tdc; 100 $1.25 
52-D5—School Census Report Blank, for zenortne school census in even 

NUMbeEre YEAS .oceeeccecececeeseeececeneeeeeeeees ee entcceteeseatce wae lOO $2.25 
52158-b—Director’s Order on Secretary for teacher’s salary or other ex- 30 

Penditure. Book of 50 with Stub -2......... ec eeseseesesereceenessnerecereertenseeess .30 


FLAGS—For Rural Schools. Defiance cotton bunting. Fast colors. Flags double 
stitched throughout. Very durable and especially adapted to outdoor use. Prices 


SEX T DEL a. ccccenccecssncescassccrsacesnnsccuscoscecsarncscscrceterssarsnanerersessd-cexemrapashscenay ineceunensnssnvactead ceseucweneversean teres $3.30 
4 x 6 ft. 4,95 
5 x 8 ft. 7.15 
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DUTIES OF THE SECRETARY 


to the School Laws of Iowa, 1950) | 
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(Section number. 


The importance 0 
estimated. It is his respo 
tailed, and comp! ct 
the board of directors, & r 
each meeting. Other duties may be assigned to him by the | 
board from time to time. Among his duties set forth in the 
laws of Iowa are: 


ecretary’s work cannot be over- 
lity to keep an accurate, de- ' 
the financial transactions of 
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1. Take the oath of office before assuming his duties. 

2. Give bond to the school district and file it with the | 
president. (Sec. 291.2). | 

8. File and rve copies of all reports made to the | 
county superin nt, and all papers transmitted to him | 
pertaining to the business of the corporation. (Sec. 291.6-1). | 

4. Keep a complete record of all the proceedings of the | 
meetings of the! d and the voters of the corporation in 
separate books. (Sec. 291.6-2). 

5. Keep an accurate, separate, account of each fund | 
ae h the treasurer, charge him with all warrants and | 
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_on each fund. (Sec. 291.6-3). 
‘ Keep an accurate account of all expenses incurred 
by the corporation, and present the same to the board for 
a ayment. (Sec. 291.6-4). 

t to the board for its approval at each meeting 
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22. Prepare such reports as may be required from time 
to time. (Sec. 257.7). 

23. Countersign all bonds issued by the board. (Sec. 
298.22). 


SECRETARY’S BOND 


The secretary is required by law to give a bond to the 
school district for such a sum as the board may require but 
not less than five hundred dollars ($500.00). This bond, 
which is for the purpose of insuring the faithful perform- 


‘ance of his duties, should be presented to the board for its 


approval at the time the secretary takes the oath of office, 
and should be filed with the president of the board. The 
law provides that the secretary’s oath shall be indorsed 
upon his bond. The cost of the bond may be paid by the 
school district. 


MINUTES OF MEETING OF THE DIRECTORS 


One of the important duties of the secretary is to keep 
a record of the meetings of the board of directors. The 
first record blanks in this book are for that purpose. In 
addition to the date of the meeting and the names of di- 
rectors present, the record should list the reports presented, 
motions made with vote upon each, a list of the bills al- 
lowed, and the amount of each bill, and other matters 
considered. The secretary, or his substitute, should sign 
the minutes of each meeting. Further details relative to 


and salary claims which have been paid since its 
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e minutes the action of the board upon each of 
expenditures. (Sec. 279.27). 

5 Record at each school election, in a book provided 
r that purpose, the names of all persons voting thereat, 
e number of votes cast for each candidate, and for and 
(Sec. 291.6-5). 

9. If the district contains a city or town, file with the 
rd 2 monthly statement of receipts, disbursements, and 
€ (Sec. 291.7). 


et 
ty fi 


hoch kt 
sO" 


ces on hand. 


LON eae oa r VotE) 4 tae Poe At 7M or ap? . 
saprtins ‘ Pues wy Sister ; a 
: ie a) ne % ad Tapas eat Aa 
} $ ' trina pe Paty Pit 4 sith amily 
ery y pehety aie i} 1 i; ; SPlhy £ t Da by 
eget : sa sey t 4 i ' Sara yd ace) F PHO ate Pate pee ee 
Da CO ae Se watts aS mele) 55 ib GENE xe daha) 24098 - mm 
ed, Dae een st PSS abe Sass LS SR pus enh a By Sit rapelcet a Steet eelsemeen SME é $2. 


He shall keep a register of warrants issued. 

12. Take the school census, except in school townships 
where it is taken by the sub-director. (Sec. 279.22, 291.9). 
_ 13. Notify the county superintendent when each school is 
to begin and its length of term. (Sec. 291.10). 

14, File an annual report with the county superinten- 
dent. (Sec. 291.10). 

15. Report to the county superintendent, auditor, and 
treasurer the names and addresses of the president, secre- 
tary, and treasurer of the board, as soon as possible after 
their qualification. (Sec. 291.11). 

16. Prepare and post or publish during the first week in 
July an annual itemized financial statement of receipts 
and disbursements. If there be no newspaper published 
in the district, a copy of this statement must also be filed 
with the county superintendent. (Sec. 279.32, 279.33). 

17. Deliver tuition fees together with itemized statement 
to treasurer. (Sec. 282.20). 

18. Certify to the county auditor the amount of tax-free 
land in the school district and by which branch of the gov- 
ernment it is owned, also information concerning employees 
of the state or federal government who live on such land. 
(Sec. 283.4). 

19. File with the county auditor the annual budget esti- 
mate and tax levy. (Sec. 24.17). 

20. Collect tuition of non-residents. (Sec. 282.20, 279.16). 

21. Receive warrants for state aid. (Sec. 293.7). 
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before being specifically approved by it and | 


the secretary’s minutes will be found in the school calendar 
supplied annually by the Department of Public Instruction. 

At the annual meeting held the first secular day of July, 
or at a special meeting held shortly thereafter, the board 
will take the necessary steps to prepare and file with the 
county auditor the annual certificate of taxes to be levied 
for collection the following calendar year. Blanks for this 
statement are supplied by the county auditor. A copy of 
the “Certificate of Taxes” (Iowa Official Form No. 636-B), 
which is sent to the county auditor by August 15 should be 
attached to the minutes of the meeting at which it has 
been approved. If attached with paste applied to the top 
edge of the back of the sheet, both sides of this certificate 
may be available for reference. 


FORMS INCLUDED 


Form § 1. Cash receipts—in which the secretary is to in- 
dicate the amounts received by the district from the sources 
indicated and the funds to which these receipts are to be 
credited. 


Form § 2. Warrant Register—for the purpose of record- 
ing each warrant as issued, the fund upon which drawn, 
the amount, and the purposes for which each disbursement 
is to be made. 


Form § 3. Insurance Record—provides space for a record 
of insurance policies held by the district. 


Form § 4. Bond Register—to indicate the amount of out- 
standing bonded indebtedness, payment of interest, and 
retirement of each bond. 


Form § 5. Tuition Payments—to give information con- 
cerning pupils for whom the district is liable to pay tuition 
and also the amount of tuition which has been paid or is 
unpaid. 


Form § 7. School Warrant (Order on Treasurer) —for 


the use of the president and secretary in directing the | 


treasurer to disburse funds of the district. After being 
properly filled out and recorded by the secretary, it is de- 
livered to the payee. This form assumes that the treasurer 


received. If the treasurer 
the warrant should not sp 


such instances. 
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c Wor 17. School Warrant, should be used in 
Sa Sor aarible copies of these forms will he sup- 
plied by the Department of Public Instruction or they may 
d in quantities from school supply houses. 


Minancial Statement—If the school district con- 
ae YE eaeert city or town, the secretary is required 
by law (Sec. 291.7) to present to the board each month a 
report of the transactions of the preceding month. Secre- 
taries of such districts should follow Form S 19 as outlined 
on pages 43-45 of Research Bulletin No. 15 of the Depart- 
ment of Public Instruction entitled Uniform Financial 
Accounting for lowa Schools.” Copies of this bulletin may 
be secured from your county superintendent. 


RECORDING RECEIPTS 


At the time the secretary receives from any source funds 

belonging to the district he should issue a receipt and keep 
a stub or duplicate copy. Blanks for this purpose may be 
purchased from a local stationer or a school supply house. 
The receipt should have a serial number and include the 
date, person to whom issued, amount received, the obliga- 
tion which is being discharged, and the signature of the 
secretary acting for the board of directors. Each item of 
receipt should be entered on Form § 1, Cash Receipts, in 
the manner elsewhere described, and this entry should 
correspond with the receipt issued. 
The secretary should in turn deliver to the treasurer all 
funds collected and take a receipt for the same. In the 
event money is delivered direct to the treasurer, the secre- 
tary should receive from the school treasurer a notice of 
the amount so received, the source and purpose of such 
income, and the fund to which it has been deposited. Fol- 
lowing this the secretary should make a corresponding 
entry in his records. 


CLASSIFICATION OF RECEIPTS 


In order to account properly for all money, secure uni- 
formity of practice, and facilitate the preparation of the 
annual report, it is necessary that all items of income be 
not only entered in the proper fund, but also classified 
under each fund. According to law there are two funds 
recognized for all districts—general and schoolhouse. Re- 
ceipts should be deposited into one of these funds on the 
following basis: 


Schoolhouse Fund 
: os Collection of a tax authorized by the voters of a dis- 
rict. 

2. Proceeds of the sale of bonds authorized by law. 

3. Proceeds of a tax levied to pay principal and interest 
on bonded indebtedness. pay ; 

4, Proceeds of a tax levied to purchase sites. 


General Fund 
1. All other moneys received for any other purpose. 


Note that these receipts are further divided into rev- 
enue receipts and non-revenue receipts depending upon 
their source. Revenue receipts are those coming from taxa- 
tion, either directly or indirectly, or which do not result in 
increasing indebtedness or the depletion of school property. 
Receipts from loans and bond sales or the sale of property 
equipment and supplies are classed as non-revenue. Trans- 


278.1, and 279.31, of the School Laws, are non-revenue re- 
ceipts. 


The disposition of receipts as indicated on Form S 4 
follows this outline: 


has authorized the depository banks to pay warrants as 


fers between funds, as provided for in Sections 24.21, 24.22, 
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General Fund 
Revenue receipts 
District tax, including 
special levies for trans- 
portation, tuition, and 
textbooks. 
Appropriations 


Schoolhouse Fund 
Revenue receipts 
Tax for bonds and inter- 
est (Sec. 298.18) 
Other taxes 
Special schoolhouse tax 
ou (Sec. 278.1-7) 
Federal and state aid Special sub-district tax 
Semi-annual apportion- (See. 278.3) 
ment. Special site levy (Sec. 
Tuition 297.5) 
__ Other sources Special playground levy 
Non-revenue receipts (Sec. 300.3) 
Sale of supplies Non-revenue receipts 
Other sources Sale of bonds 
Other sources 


MAKING AND RECORDING AN EXPENDITURE 


The secretary can be of much assistance to the board 
of directors and save them considerable time by assembling 
in advance of a board meeting all the facts necessary to 
transact its business. This is particularly true with regard 
‘to the payment of bills. The following procedure should 
be followed: 


1. The expenditure should have been authorized by the 
board or its official representative. 

2. Secure an itemized statement or invoice of the items 
for which payment has been requested. If there be more 
than one invoice from the same party, they should be as- 
sembled together. 

8. Ascertain if all goods have been received in good 
condition by the district and billed at the price previously 
quoted to the district. 

4, Note the rate of discount and the date when the bill 
must be paid in order to secure the discount. 

5. Present the invoice or statement to the board of 
directors for their consideration. If the board has a pur- 
chasing committee it should first be approved by them be- 
fore presentation to the board. 

6. If a warrant has been drawn before the expenditure 
has been audited by the board of directors, as authorized 
by Section 279.27, School Laws of Iowa, the bills which 
have been so paid should be submitted to the board for 
their consideration at the next meeting and the action of 
the board entered in the minutes of the meeting at which 
they were finally approved. 

7. The minutes of the board of directors should show 
its approval for each expenditure. 

8. If the board authorizes payment, prepare an order 
(warrant) upon the treasurer for the amount of the in- 
voice, less any discount to which you are entitled. In case 
two or more invoices from the same firm are paid at the 
same time, one warrant is sufficient, but the various pur- 
poses for which the warrant is drawn should be itemized. 
The left hand side or stub of the warrant should also be 
filled out. ; 

9. Make an entry on Form § 2, Warrant Register, as 
elsewhere described. 

10. Countersign the warrant when it has been signed by 
the president. 

11. Deliver warrant to party to whom the district is 
indebted. 

12. Place on file a receipt or receipted invoice for each 
warrant drawn. 

13. Preserve a file of warrants which the treasurer has 
paid and returned to the secretary. 


CLASSIFICATION OF EXPENDITURES 


The records of a district should indicate not only the 


purpose of the expenditure. To meet this need the group- 
ing found on Form S 2 is made. These headings correspond 
with those used by the United States Office of Education 
and are also found in a majority of other states. 

The secretary should become familiar with these classifi- 
cations and whenever a warrant is issued and entered on 
the Warrant Register, he should be certain that the amount 
of the expenditure is placed in the proper column or col- 
umns. A statement of the meaning of each heading and 
the most commonly used items to be included in each col- 
umn is included for your guidance: 


General Fund 


A. General Control 


This includes the “overhead” expenses of the board of 
education which have to do with the general management 
of the affairs of the district. Include under this heading— 

1. Secretary’s salary. 

2. Cost of bonds for secretary and treasurer, and finan- 
cial audit. 

8. School election costs, including supplies, room rent, 
etc. 

4. Records and supplies for secretary and treasurer, such 
as blank forms, postage, etc. 

B. Instruction 

This refers to expenditures for actual teaching and the 
improvement of teaching. Include under this heading— 

1. Salaries of supervisors, principals and teachers. 

2. Textbooks and library books purchased by the district, 
including cost of transportation of such books. 

3. Supplies used in teaching, such as chalk, paper, paste, 
erasers, standard tests, pencils, supplies for manual train- 
ing and home economics, newspapers and magazines and 
similar items. 


C. Auxiliary Agencies 

This refers to services which are closely connected with 
the work of a school. Include under this heading— 

1. Transportation of pupils (Cost of additional busses 
should be included under capital outlay, and the replace- 
ment of old busses under maintenance). 

2. Tuition, amounts paid to other districts. 

3. Other items, such as lunches, playground supplies, etc. 
D. Co-ordinate activities 

This refers to activities which are in addition to the 
regular work of the school. Include under this heading 
expenditures for health services (nurse, dental service, 
physical examinations), compulsory attendance, ete. 

E. Operation of Plant 

This refers to the cost of keeping the buildings open and 
usable. Include under this heading salaries of janitors, 
fuel, water, electricity, sweeping compound, brooms, dus- 
ters, floor oil, soap, paper cups, towels, toilet paper, cost of 
hauling fuel, etc. 

IF. Maintenance of Plant 

This refers to the cost of repairing and restoring school 
property to its original condition. Include under this head- 
ing both labor and materials for the repair of buildings, 
replacement of broken windows, painting and papering, 
repair of furnace, stove, plumbing, repair of broken furni- 
ture or equipment used in teaching, etc. 


G. Fixed Charges 

This refers to expenditures which are a fixed or regular 
charge. Include under this heading the cost of insurance, 
rent, taxes, etc. 


H. Capital Outlay 

This refers to expenditures for additional equipment, 
labor and materials for the alteration of old buildings, 
grounds, heating plants, etc. Note that capital outlay is 
also a part of the schoolhouse fund. These costs are to be 


fund from. which the expenditure is made but also the| included here only when paid for out of the general fund. 


ya 


I. Debt Service 
, one refers to interest on warrants drawn on the general 
und. 
J. Transfer to Schoolhouse Fund 

This refers to amounts transferred from the general 
fund to the schoolhouse fund, as provided in Section 279.31, 
School Laws. 


Schoolhouse Fund 


K. Capital Outlay 

This refers to amounts paid out for projects which the 
voters of the district have previously authorized at an 
election. This includes the purchase of sites, erection of 
new building's, furniture and equipment for new buildings, 
labor and materials for alteration of buildings, ete. If 
the voters of the district have authorized a special levy as 
provided in Section 278.1-7, or the board has made a special 
levy for the purchase of sites, as provided in Section 297.5, 
receipts and expenditures for such purposes should be sep- 
arately accounted for. 
L. Debt Service 

This refers to expenditures for the retiring of outstand- 
ing indebtedness. Include under this heading— 

1. Bonds—payments on the principal of bonds. 

2. Interest—on bonds and interest-bearing warrants. 
M. Transfer to General Fund 

This refers to amounts transferred to the general fund 
as provided in Section 278.1-5. 


CAPITAL OUTLAY FROM BOTH FUNDS 


The term “Capital Outlay” refers to an expenditure 
which increases the amount of property owned by the dis- 
trict. Whether or not an expenditure for Capital Outlay 
as previously defined should be charged to the general tund 
or schoolhouse fund depends upon the authorization for the 
purchase. If the issuance of bonds, or a levy for a special 
purpose has been authorized by the voters of a district at 
an election, the expenditure for that purpose should be paid 
from the schoolhouse fund. If the purchase has been made 
by decision of the board of education alone, payment should 
be made from the general fund (unless the board has made 
a special levy for the purchase of sites, as provided in 
Section 297.5, School Laws, in which case the purchase of 
such sites should be paid from the schoolhouse fund). The 
following illustration may be of value in making this dis- 
tinction clear. Some new pupil’s desks are purchased. If 
the voters of a district have authorized the issuance of 
bonds for the purpose of erecting or equipping a building 
and the desks purchased are to be used in this building, 
their cost should be paid from the schoolhouse fund and 
entered in Form S 2, Column 22, since the proceeds of the 
sale of bonds are deposited in the schoolhouse fund. How- 
ever, if a board finds that it needs more desks for a room 
or building and no bonds have been voted for this specific 
purpose, the cost of such desks should be paid from the 
general fund and charged to “Capital Outlay,” Form 8S 2, 
column 18. 


DEBT SERVICE FROM BOTH FUNDS 


The term “Debt Service” refers to the cost of retiring 
outstanding indebtedness. The only debt service charges 
to be made against the general fund are for the interest 
on outstanding warrants against that fund. In other words, 
the interest on an outstanding warrant is to be charged 
against the same fund as that upon which the secretary’s 
warrant is written. To illustrate, a teacher is given a 
salary warrant for $75 which becomes interest-bearing and 
when the warrant is finally paid by the treasurer, the in- 
terest amounts to $1.25, making the total disbursement 
$76.25. In this case the amount of $75 should be entered 
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ce” in columns 23 and 24 of Form §S 2. 


USE OF RECORD FORMS 
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=d over to the district, as “Apportionment,” “Standard 
901 Aid, Hill School,” ete. In case the amount received, 
1 as a draft from the county treasurer, is to be divided 
veen the general fund and the schoolhouse fund, the 
should indicate the amount to be placed in each fund 
this division should be observed. 

Column 4. The number of the receipt the secretary issues 
when accepting funds. 

Column 5. The total amount received by the general fund. 

Column 6. The total amount received by the schoolhouse 
fund. Note that if a remittance, such as the receipt of 
tax proceeds from the county treasurer, is to be divided 
between both funds, the entire transaction may be entered 
on one line. 
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General Fund 


Column 7. The amount of tax received from the county 
treasurer, which is to be credited to the general fund. 
Receipts from special tax levies to pay for textbooks, 
transportation, and tuition of pupils should be included in 
this column. The name of the county froma which received 
should be a part of the entry in Column 2. 

Column 8. The amount received from the county treas- 
urer, as the semi-annual apportionment, and the amount 
received from the state or federal government as aid. The 
name of the county from which received should be in 
Column 2. The kind of aid (standard school, mining camp 
school, consolidated school, etc.), should be part of the 
entry in Column 3. ee 

Column 9. The amount collected from other districts or 
parties for tuition of pupils attending your school. The 
proceeds of a special tax levy, as authorized by law (Sec. 
298.1-3), for the payment of tuition should not be entered 
in this column, but should be included in Column 7. The 
name of the district or individual paying the tuition should 
be the entry in Column 2. As 

Column 10. The amount received from rent of buildings, 
interest on deposits, cash gifts or fees. The nature of the 
receipt should be entered in Column 3. 

Column 11. The amount received from the sale of any 
school supplies. The particular kind of supplies which 
have been sold should be indicated in Column 3. : 

Column 12. For local use, where a special record is de- 
sired. 

Column 13. The amount received by transfer from the 
schoolhouse fund, which has been authorized by the voters 
of a district, as proided in Section 278.1-5, from insurance 
adjustments, refunds, or the proceeds from the sale of 
property (unless the voters have directed that it be placed 
in the schoolhouse fund). 


|in Column 


Schoolhouse Fund 
| Column 14. The amount received from district tax which 
| has been levied to pay the interest on outstanding bonds or 
to retire part of the principal. 

| Column 15. The amount received from a special levy of 
| one mill by the board of directors, for the purchase of sites 
as provided in Section 297.5, or a schoolhouse tax which has 
been approved by the voters of the district, as provided in 
| Section 278.1-7, or a special levy for playgrounds, as pro- 
vided in Section 300.3. The remittance from the county 
treasurer should specify the proceeds of the levy made 
and the special levy should be mentioned in Column 3. 

Column 16. The amount received from the sale of bonds 
of the district which have been authorized by the voters. 
The name of the party who purchased the bonds should 
be entered in Column 2. If the bonds sold were funding 
bonds (bonds issued to retire outstanding bonds) a state- 
ment of this fact should be given in Column 3. 

aColurmn 17. For local use, where a special record is de- 
sired. 

Column 18. The amount received from transfer of a sur- 
plus from the general fund as provided in Section 279.31, 
or sale of property which the voters have directed to be 
placed in the schoolhouse fund (Sec. 278.1-2). 

Note—The sum of the entries in Columns 14 to 18 inclu- 
sive, for any horizontal line must exactly equal the amount 
in Column 6. 

Column 19. For Notations or balances the secretary may 
choose to record. 


Form S 2—Warrant Register 

Whenever the secretary issues a warrant which has been 
signed by the president of the board, an entry should be 
made on this form. The secretary should determine how 
much of the total of each warrant should be placed under 
each of the headings of Columns 7 to 25 inclusive, and 
make the entries as indicated below. 

Column 1. The date upon which the warrant is written. 

Column 2. The number of the warrant. 

Column 38. The name of the party to whom the warrant 
is issued, such as “Globe Supply Company,” “Sam Smith,” 
ete. 

Column 4. The purpose of the expenditure, such as “Geo- 
graphy Maps,” “Sweeping Compound,” “Secretary’s Sal- 
ary,” ete. 

Column 5. If the warrant is drawn upon the general fund, 
the total amount of the warrant should be entered here. 

Column 6. If the warrant is drawn upon the schoolhouse 
iad: the total amount of the warrant should be entered 
here. 

Columns 7 to 20. In these columns the total amount en- 
tered in Column 5 should be distributed. Refer to “Classi- 
fication of Expenditures” General Fund, for further de- 
tails. For example, a payment to the secretary of $12.50 
from the general fund is authorized. Of this amount $7.50 
is for the salary of the secretary and $5.00 is for sweeping 
compound, floor brushes, and floor oil. In Column 5 should 
be entered $12.50, in Column 7 (General Control) should be 
placed $7.50, and in Column 15 (Operation of Plant) should 
be placed $5.00. Note that the sum of the entries in Col- 
umn 7 to 20 inclusive, should agree with the amount in 
Column 5. The column numbers after each item in the 
list of supplies should assist in placing expenditures in the 
proper column. 


Columns 21 to 25. In these columns the total amount 
entered in Column 6 should be distributed. Refer to “Clas- 
sification of Expenditures” Schoolhouse Fund for further 
details. For example, assume an expenditure of $625 for 


rincipal and interest on bonds is author- 
ined OF this at ‘$500 is to retire a bond and $125 is 
to pay the interest on outstanding bonds. In Column 6 
should be placed $625, in Column 23 the amount of $500 
should be placed and $125 in Column 24. Note that the 
sum of the entries in Conuming eet 25 inclusive should 

i mount in Column 6. : 4 Ss 

ae The wae ieeeeatd retain in his file itemized invoices 
or receipts for all warrants drawn, and they should be filed 
in the same order as the warrants are issued. 


Form S 3—Insurance Record ae 
he purpose of this form is to have a record o e in- 

aes malicies which the board of directors has purchased. 
Its use is herewith indicated: fsck ie 

Column 1. The building, property, or individuals upon 
whom the district is carrying insurance, as “Building, Dis- 
trict No. 4” “Contents, Building No. Aly “Teachers, ete. 

Column 2. The type of protection covered, as “Fire, 
“Tornado,” “Workmen’s Compensation,” etc. _ 

Column 8. The name of the company that issues the 

licy. 
DY Galea 4, The name of the agent through whom the 
board purchased the insurance. ; 

Column 5. The number which the insurance company has 
placed on the policy. : 

Column 6. The amount (in dollars) of insurance named 
in the policy. ; 

Column 7. The date upon which the protection began, as 
stated in the policy. t ee 

Column 8. The number of years for which the policy is 
issued, as “one,” “three,” etc. 

Column 9. The date upon which the policy ceases to be 
in force. 

Column 10. The rate or cost of insurance for each $100, 
$1,000, etc., of protection. 

Column 11. The total cost of the policy to the district. 

Column 12. The number of the secretary’s warrant issued 
in payment of the premium. 

Column 13. For any use the secretary may choose. 


Form S 4—BEond Register 

The secretary should have a record showing at a glance 
facts concerning the bonded debt of the school district, 
To do this requires that a continuous statement of out- 
standing bonds and their retirement be kept. Data con- 
cerning the entire series of bonds are entered at the top 
of the page and a section composed of two adjacent vertical 
columns is given for each bond. As interest coupons are 
paid, a record should be kept in the parallel columns of 
each section. Since the semi-annual interest is constant 
during the life of a bond, a single entry at the top of each 
section after the words “Interest Due” to indicate the 
amount of interest to be paid semi-annually is sufficient. 

Since all of a series of bonds may not be retired during 
the time this book is used, this record form should be care. 
fully preserved until all of the bonds listed herein are 


finally paid, or the record of unpaid bonds transferred to 
another book. 


Form S 5—Tuition Payments 


It is desirable that the secretary have a record which 
shows the names of : eudiars 


names of pupils for on as not been paid and 
the amount of unpaid tuition, Entries on this form will be 
made as follows: 


Column 1. The school year, such as 1950-51, in which a 
pupil, resident of your district, attends another school at 
the expense of your district, 


_ Column 2. The name of the pupil who has attended school 
in the other district, 
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TOices CNRS ; The amounts tuition charged per month for | be charged to Maintenance, endiete eaetrentered in Column Cole pel Dae Paciteel rhe pole 
: fileg the time Re Pee : : WER an aS 16 of Form § 2. If its purchase means additional equip- | Compass Flag rope 
| Coe celta 2 amount of tuition due for the time ment at shoud be charged to Capital Outlay, general fund, | Cooking equipment Flatiron 
inaicat SY , ; : an e cost entered in Column 18 of Form S 2, unless the = 
| Cobian. i. Dele when a warrant has been written in pay- | purchase has been authorized by the voters of the district, Beets eae Se iets 
hesine ment 0 tS a 100. in which instance the cost should be entered under Capital | Cork linoleum Foot rest 
hased Creat amount of the warrant written in pay- | Outlay, schoolhouse fund, in Column 22 of Form S 2. Corkscrew Forceps 
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§ ] Columns 9 end en the event that the entire payment The following articles are to be considered as equipment: CoS ae BOE pump 
upon i of tuition is not made at one time, payments later than | Adding machine y ki 
2, Dis- | those reported in Columns 7 and 8 will be entered in these Naavecente machine aad eon Conc Tene Sera poe! 
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INUA 3 1y ir pum Brief c Cup dispenser Furnace too 
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Curtain, stage Garbage can 
Curtain, window _ Garden hose 
Cushion Garden tools 
Cylinder " Gas light fixture 
Dater Gas plate 
Dating machine Gas range 

Desk Gauge glass 
Desk lamp Giant stride 


Arm chair Bubbler fountain 
Ash can Bucket 

Atlas ' Bulletin board 
Auger Bunsen burner 
Auger bit Bus 

Automobile Bus sign 
Automobile horn Bust 
Automobile jack Buzzer 


At the close of the school fiscal year, the secretary pre- 
m the pares and sends to the county superintendent an annual re- 
port which includes both attendance and financial data. 
The information on pupil attendance should be secured 

from the teachers’ reports. The financial part will be 
named taken from the secretary’s records. Blanks for this report 
will be sent to you from the county superintendent’s office. 
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Seis kiats Awl Cabinet Dictionary Glasses 
. - RECONCILIATION WITH TREASURER Awning Calculating machine Dictionary holder Globe 
licy is Axe Calipers Dish Gong 
i Upon the preparation of the annual financial statement | Balance Call bell Dishwasher Graduate (glass) 
; to be ! by the secretary, he should confer with the treasurer and | Band Saw Camera Display case Grand stand 
note whether or not their records, and particularly their | Banner Can opener Ditto machine Grass shears 
2 $100, 4 balances, agree. The secretary’s balance in each fund | Barometer Candelabrum Document case Grindstone ; 
fi should exactly agree with the treasurer’s balance, if all} Basin Canvas Domestic science table Gymnasium equipment 
trict. —¥ warrants issued by the secretary’s have been paid. If there | Basket Canvas curtain Decor check Hack saw frame 
- issued f be a difference between the secretary’s balance in any fund | Basketball goal Card holder Dood knob Hall tree 
: and the treasurer’s balance for the same fund, the dif- | Bathroom fixture Card rack Door mat Hammer 
ference should be the total of the warrants which have not | Battery Carpenter’s bench Door opener Hamper 
been paid. Battery (storage) Garpenteus gauge Poor sree Heneee 
Battery tester arpenter’s horse rs 
\ 7 rpenter’s square Drafting machine Hatchet 
Oe EXAMINATION BY STATE AUDITOR Bet paver Gaeet a Drewing board Healt scales 
ISETICH: ii : . ieee ts . rawing compass Heating equipment 
- According to law there will be an annual examination of | Bed spread Carpet beater ‘awing comp 
oe our the secrstaryis records by representatives of the state audi- | Bed springs Carpet sweeper Prawns ae Helkioe tape 
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ne top i ; : Ph Des ; ecord _| Bell> Carving knife rawing table Hitching post 
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mns of } terials: Bicycle Chafing dish Pry See OEY bar 
onstant rarrants whi en returned from | Bicycle rack Chain Wi) he 5 es. 
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be care ea I n ‘ : ° reced i Chart printer Electric fixture Hydrant 
mes - re 5. Copy of the annual budget estimate for the preceding | Bit brace p : i ed ; 
Sat t fiscal year, which has been certified to the county auditor. Blac oete ne De ee Bney eloped Hy eatnetee 
6. Minutes of meetings of board of education. Blackboard compass eck write wae aoe 
7. Cancelled bonds and coupons. Blank ee Coe Tactenineemachine revenieel 
Blocks Circuit breaker Faucet Ice chopper 
“d which Ps LISTS OF EQUIPMENT AND SUPPLIES Block cutter Clamp wielg ela ; ice cream freezer 
> district 2 rking equipment iling cabine ce pick 
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classed as equipment, whereas chalk, paper, Or sweeping Doe ease Clothes wringer Fire extinguisher Interest table 


which a I : ‘dered supplies. The lists given below Fire grate Tron bucket 
school at pe See eae Seraistaubat maclude. items which are purchased Boor ene . coe hod Wire hook Iron cord 
frequently. To secure uniformity of accounting they shou Be a Coal scuttle Fire horn Iron fence 


ed school be adhered to strictly. 


Ironing board 
Iron wedge 
Jack 

Jack chain 
Jack plane 
Jar 


Jug 

Kettle 

Key 

Key rack 

Kindergarten chair 

Kindergarten locker 

Kindergarten table 

Kitchen cabinet 

Kitchen utensil 

Knife 

Ketex cabinet 

Laboratory apparatus 

Laboratory cabinet 

Laboratory table 

Ladder 

Lamp guard 

Lantern (janitor’s) 

Lantern (stereopticon) 

Lantern slide 

Laundry equipment 

Lawnmower 

Lawn roller 

Lawn sprinkler 

Lens 

Letter file 

Letter opener 

Letter press 

Letter scales 

Level 

Library equipment 

Lighting equipment 

Linoleum 

Lock 

Locker 

Loops for pipes 

Machine 

Magazine cover 

Magazine rack 

Magnet 

Mail box 

Mail chute 

Mallet 

Mangle 

Manual training bench 

Map 

Mat, gymnasium 

Mattress 

Measure 

Mechanical drawing 
instrument 

Mechanical drawing table 

Medicine cabinet 

Megaphone 

Meter stick 

Mimeograph 

Model 


Mole trap 

Mop handle 

Mop wringer 
Mortar and pestle 
Motor 

Mouse trap 
Musical instrument 
Musie rack 
Musie stand 

Nail box 
Negative rack 
Negative tank 


Night latch 

Nozzle 

Numbering machine 

Office chair 

Office desk 

Padlock 

Pail 

Pan 

Paper baler 

Paper cutter 

Paper punch 

Pastry cutter 

Pencil sharpener 

Phonograph 

Phonograph record 

Phonograph stand 

Photograph 

Physies apparatus 

Physiology chart 

Piano 

Picture 

Picture frame 

Picture hook 

Pitchfork 

Pitch pipe 

Plane 

Playground equipment 
iers 

Plumber’s friend 

Plumbing material 

Pointer 

Postal scale 

Printing frame 
(photographic) 

Program clock 

Projector 

Protractor 

Pruning shears 

Pulley 

Pump 

Punch 

Putty knife 

Radio 

Radiometer 

Rake 

Rat trap 

Recitation seat 

Reducer 

Reel for hose 

Refrigerator 

Register, cash 

Reins 

Relief map 

Repair jack 

Retort, laboratory 

Rotary duplicator 

Rubber hose 

Rubbish burner 

Rubbish can 

Rug 

Ruler 

Safe 

Salt shaker 

Sand table 

Satchel 

Saw 

Seales 

Science table 

Scientific apparatus 

Scissors 

Scoop 

Scoop shovel 

Score board 

Scraper 


Screen door 
| Screw driver 


| Scythe 

Seat, recitation 
Sectional bookease 
Serving tray 
Sewing machine 
Shears 

Shovel 

Sink 

Slide (lantern) 
Slide (playground) 
Slide rule 

Soap dispenser 
Spade 

Spading fork 
Spatula 

Sphere (model) 
Spindle file 
Spoon 

Spring balance 
Sprinkling can 
Square 

Stair tread 
Staple fastener 
Statuary 

Steel locker 
Steel measure tape 
Steel shelving 
Step ladder 
Stereopticon 
Stereoscope 
Stove 

Strainer 

Stylus 

Swing 

Switch 

Table 

Tablet arm chair 
Tabulating machine 
Tape measure 
Teeter 

Tennis net 
Thermometer 
Toilet fixture 
Tool 

Tool rack 

Towel rack 


The cost of supplies should 
for which used. For exam 
in the operation of a sch 


Traffie sign 
Transfer case 
Transformer 
Tray 

Triangle 
Trophy case 
Truck 

Tumbler 

Type 
Typeholder 
Typewriter 
Typewriter desk 
Umbrella stand 
Urn, flower 
Utensil, kitchen 
Vacuum cleaner 
Vacuum eraser cleaner 
Valve 

Vase 

Vehicle 
Vending machine 
Ventilating fan 
Ventilator 

ise 

Volley ball net 
Volt meter 
Wagon 

Wand 

Wash basin 
Wash board 
Wash boiler 
Wash bowl 
Wash tub 
Washing machine 
Waste basket 
Water cooler 
Water meter 
Water softener 
Weaving frame 
Wheelbarrow 
Window glass 
Window pull 
Window shade 
Window ventilator 
Work bench 
Wrench 
Wringer 

Yard stick 


SUPPLIES 


i » the column 1n which the cost is entered should 
peeing over the left hand side, or stub, of the secretary’s 


warrant. 


The following articles are to be considered as supplies: 


Absorbent cotton—10, 14. 
Accounting form—7, 10. 
Acetylene—15, 16. 
Acid—10, 15, 16. ; 
Adding machine supplies—7, 10. 
Adhesive cloth—7, 10. 
Adhesive tape—10, 13, 14. 
Alcohol—10, 14, 15. 
Ammonia—10, 14, 15. 
Anti-freeze solution—7, 11. 
Apples—10, 138. 
Application blank—7. 
Apron—10, 13, 14, 15. 

Art glass—10, 16. 

Art gum—7, 10. 
Asbestos—11, 16. 

Asbestos tape and paste—11, 16. 
Athletic goods—13. 
Attendance register—10. 
Automobile tire—11. 
Awards—10, 14. 
Badges—10, 14. 

Bag, paper—7, 10, 13, 15. 
Bag, burlap—10, 11, 15. 
Baking powder—10, 13. 
Ball, Playground—10, 13. 
Bandage—10, 14. 
Barrel—15, 16. 
Baseball—10, 13. 


be charged to the purpose 
ple, sweeping compound is used 
ool plant and its cost should be 
entered under “Operation of Plant” in Column 15 of Form 
S 2. Coal, or other fuel, is used for “Operation of Plant” 
and its cost should also be entered i 
S 2. Drawing or construction 
used for instructional supplies 
tered under “Instruction” in Column 10 of Form S 2. 

Each of the items given below 
numbers to indicate the res 


n Column 15 of Form 
paper is most frequently 
and its cost should be en- 


is followed by one or more 
pective columns of Form § 2 in 
which the cost should be entered. The secretary should 
refer to the Classification of 
to which of the classificatio 
and in case the item mig 
heading, decide into which column 
ture should be placed. For exam 
be used by the secretary of the 
cost would be entered under “ 
of Form S 2. Or they might 
bookkeeping class, in which instance their cost 
entered under Instruction—supplies, in Column 10. The 


Expenditures, and determine 
ns the item properly belongs 
ht fall under more than one 
this particular expendi- 
ple, accounting forms may 
board, in which case their 
General Control,” Column 7 
be used in an arithmetic or 
should be 


Basketball—10, 13. 
Bat—10, 13. 
Beads—10. 
Beaverboard—10, 16, 18. 
Belt dressing—15. 
Belt lacing—15, 16. 
Benzine—7, 10, 15. 
Bill heads—7, 10. 
Binding cord—7, 10. 
Binding tape—i0. 
Blackboard chalk—10. 
Blackboard cloth—10. 
Blackboard eraser—10. 
Black print—10. 
Blank form—7, 10, 14. 
BIO eet ae 10. 

ue print paper—7, 10. 
Bobbin—10. r 
Boiler compound—15, 
Bolts—11, 16. 
Book cover—i0, 
Bookkeeping supplies—7, 10. 
Book plate—10, 
Book pocket—10. 
Borax—10, 13, 15. 
Bracket—16, 18, 22. 
Brads—10, 11, 16, 18, 22. 
Bread—10, 12. 
Brick—16, 18, 22. 
Bristol board—7, 10. 
Broom—15. 
Brush—7, 10, 11, 15, 16, 18, 22. 
Bulb, electric—15, 
Bulb, flower—10, 16, 18, 22. 
Bunting—10, 
Burlap—10, 15. 
Butter—10, 13. 
Button hook—10, 
Calendar pads—7, 10. 
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‘Frosted window glass 
Fruit—1), Ue 
‘Fuel—l5. 

‘Fuel oil—l5. 
‘Furniture polish— 
‘Puse—15. 

Huse refill—15, 


13, 10. 


Galvanized pipe—16, 18, 22. 


Gas—10, 18, 15. 

Gasket—16. 
‘Gasoline—7, 19, th, 15 
ie Tantle—jF, 
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Calico—10, 13. 
Candle—10, 15. 
Carbide—10, 11, 


15. 
Carbon contact (for bell)—10, 16. 


Carbon paper—7, 10. 
Cardboard—7, 10. 

Cards—7, 10. 

Casters—16. 

Catalogue cards—7, 10. 
Catalogue slips—7, 10. 
Cement hardener—16, 18, 22. 
Census supplies—7. 

Chair seat—16. 

Chalk—10. 

Chamois—10, 11, 15. 
Charcoal—10. 

Chart paper—7, 10. 
Checkbook—7, 10. 
Cheesecloth—10, 13, 15. 
Chemicals—10, 11, 15. 
Chloride of lime—10, 15. 
Chocolate—10, 13. 

City directory—7. 

Class record book—10. 
Clay—10. 

Cleaning compound—15. 
Cleaning powder—15. 

Clips, paper—7, 10, 14. 
Closet springs—16. 
Cloth—7, 10, 18, 14, 15. 
Clothes brush—7, 10, 18, 15. 
Clothes hanger—10, 18. 
Clothes line—10, 138, 15. 
Coal—15. 

Coat hanger—10, 13. 

Cocoa mat—11, 15. 
Commencement invitations—10. 
Conduit—16, 18, 22. 
Construction paper—10. 
Contract forms—7. 
Cooking salt—10, 18, 15. 
Copper—10, 11, 16. 
Cord—7, 10, 15. 

Cork linoleum—7, 10, 16, 18, 22. 
Correction fluid—7, 10. 
Cotton, absorbent—10, 14. 
Counter brush—10. 
Crayons—7, 10. 

Cross section paper—10. 
Crushed stone—16, 18, 22. 
Cups, paper—13, 15, 18, 22. 
Curtain cord—16, 22. 
Decorations—10. 

Denatured aleohol—10, 14, 15. 
Deodorant—15. 

Desk pad—7, 10. 
Diagnostic tests—10. 
Diploma—10. 

Diploma ribbon—10. 
Disinfectant—15. 

Distilled water—10, 11, 15, 16. 
Door check filler—16. 
Dowel—10, 16. 

Drawing paper—10. 

Dry cell—10, 16. 

Duplicator refill—7, 10. 
Duplicator stencil—7, 10. 
Dust cloth—10, 18, 15. 
Dust layer—15. 

Dust mop—15. 

Dye—10, 15. 

Eaves trough—16, 18, 22. 
Eggs—10, 18. 

Elastic—10, 14. 


Election material—7. 
Electric light bulb—15. 
Electrolyte—10, 11, 15, 16 
Emery cloth—i0, 15. wares 
Enamel—10, 15, 16, 18, 22. 
Enrollment cards—10, 13 
Envelopes—7, 10. sues 
Erasers—7, 10. 

Ether—10, 11. 
Examination book—10. 
Examination paper—10. 
Excuse blanks—7, 10. 
Hyelets—7, 10. 

Felt letters—10, 13. 

File (for shop)—10, 16. 
Filing materials—7, 10, 13. 
Filler, wood—10, 16, 18, 22. 
Film cement—10, 18. 
Filter paper—l0, 15. 

Fire extinguisher filler—15. 
First aid set—10, 14. 
Flash cards—10. 

Floor brush—16. 

Floor dressing—15. 

Floor oil—15. 

Flour—10, 18. 

Flower pot—10, 16. 
Flowers—10, 16, 18, 22. 
Flower seeds—10, 16, 18, 22. 
Flushing liquid—1b. 

Fly paper—15. 

Folder—7, 10, 18, 14. 
Football—10, 18. 

Fountain pen ink—7, 10. 
Friction tape—15, 16. 
Frosted window glass—16, 18, 22. 
Fruit—10, 18. 


Furniture polish—13, 15. 


Galvanized pipe—16, 18, 22. 
Gas—10, 13, 15. 


Gasoline—7, 10, 11, 15. 
Gas mantle—15. 
Gauze—10, 14. 
Glassware—10, 13, 16. 
Glass, window—16, 18, 22. 
Gliders (for chairs)—16. 


15 
Graphite—10, 11, 15. 
Graph paper—7, 10. 
Grass seed—16, 18, 22. 
Gravel—16, 18, 22. 


Groceries—10, 13 

Guide cards—7, 10. 
Gummed figures—7, 10. 
Gummed tape—7, 10. 
m supplies— 
blade—10, 11, 16. 
Handle—10, 16, 18, 22. 
Hanger, clothes—10, 13. 
Hektograph refill—7, 10. 
Hektograph supplies—7, 
Hook, coat—15, 18, 22 
Hooks and eyes—10. 
Ice—10, 18, 15. 

Index cards—T, 10. 
Index tabs—7, 10. 

India ink—7, 10. 

Indoor ball—10, 13: 


Ink—7, 10. 

Ink eradicator—7, 10. 
Ink powder—10. 

Ink well—7, 10. 

Invoice book—7, 10. 
Journal—7, 10. 

Journal paper—7, 10. 
Kerosene—10, 11, 15. 
Kindergarten material—-10. 
Labels—7, 10, 13, 14. 
Lacquer—10, 16, 18, 22. 
Lard—10, 18. 

Lead—10, 16. 

Lead pencil—7, 10. 
Leather—10, 16. 
Ledger—7, 10. 

Ledger paper—7, 10. 
Letter folders—7, 10, 14. 
Letter heads—7, 10. 
Lettering pen—10. 
Library cards—10. 
Lime—10, 15, 16, 18, 22. 
Linseed oil—10, 15, 16, 18, 22. 
Liquid glass—15. 

Liquid soap—15. 

Lock nuts—11, 16. 
Lumber—10, 16, 18, 22. 
Lye—10, 11, 15. 
Machine bolts—11, 16. 
Macreme cord—10. 
Magazines—7, 10, 13. 
Manila rope—10, 15. 
Matches—10, 138, 15. 
Meat—10, 13. 
Medicine—14. 

Medicine ball—10, 18. 
Metal polish—10, 15. 
Milk—10, 13. 
Mimeograph paper—7, 10. 
Mimeograph supplies—7, 10. 
Modeling board—10. 
Mop—15. 

Mortar—16, 18, 22. 
Motor oil—15. 
Mucilage—7, 10. 
Muriatic acid—10, 15. 
Music paper—10. 
Muslin—10, 18, 15. 
Nails—10, 11, 16, 18, 22. 
Napkins—10, 13. 
Needles—10, 14. 
Newspaper—10. 
Notebook—7, 10, 13, 14. 


Notebook rings—7, 10 
Number cards—10. 
Oak tag—7, 10. 
Oil—10, 11, 15. 
Oileloth—10, 13. 
Order blanks—7, 10. 
Outline map—7, 10. 
Packing—11, 16, 18, 22. 
Pail—10, 11, 15. 
Paint—10, 11, 16, 18, 22. 
Paint brush—10, 16, 18, 22. 
Pamphlet—7, 10. 
Paper—art—10. 
bookkeeping—7, 10. 
carbon—7, 10. 
construction—10. 
crepe—10. 
doilies—10. 
drawing—L0. 
examination—10. 


Notebook cover—7, 10, 18, 14. 


‘s1alaDad 


i] 
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reef 
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mimeograph—7, 10. 


Rubber bands—7, 10, 
Rubber keys—7, 10, 
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Scratch pad—7, 10. 


Typewriter eraser—7, 10. 
Typewriter ribbon—7, 10. 


Wax—10, 15, mea 13 e 
music—10. Screen wire—10, 11, 16, 18, 22. Waxed peer 10. 
practice—10. Screws—10, 11, 15, 16. Weaving havo 
Squared—7, 10, 14. Screw eyes—10, 11, 15, 16. Welehuc ag 16. 18. 
theme—10, Screw hooks—10, 11, 15, 16. Wire 10.11.15. 
toilet—15, Scrubbing compound—15. Woda te, 10, 11, 16, 18, 22. | 
towels—15. Secretary’s book—7. Wood see deat 3 10, | 
typewriting—7, 10. Seeds—i0, 16, 18, 22. LE 
wall—10, 16, 18, 29, Sheet iron—10, 16. eee ee ee iy. SE GTR | 
Paper clips—T, 10, 14. Sheet music—10. Wrap Rie Een 46 ‘sank 
Paper cups—15. Shellac—10, 11, 15, 16. WZ Eel ae 
Paper plates—10, Silk—10. Yarn—10. 16. 18. 22 | 
Paper towels—15. Silver polish—10, 15. BOY 2g th Meh CE He 
Paste—7, 10. Slating (blackboard)—16, 18, 22. i 
Pencil—7, 10. Soap—10, 18, 15. 
Pencil sharpener cutter—10. Soldering material—10, 11, 16. | 
Penholder—7, 10. Solvent—15. 
Pen point—7, 10. Spindle for valve—16. 
Periodical—7, 10, 14. Sponge—10, 15. 
Personnel forms—7, 10. Springs—10, 11, 16. 
Phonetic drills—i0, Stain—10, 16, 18, 22. 
Phonograph needles—10, Stamp—postage—7, 10. 
Picture wire—10, 15. rubber—7, 10. 
Pins—7, 10. Standard tests—10. 
Pipe fittings—16, 18, 22. Staples—7, 10, 11, 16. 
Pipe opener—1ib5, Statements, blank—7, 10. 
Plan book—10, Stationery—7, 10. 
Plane cap—10, 16, Steel cable—i6. 
Plaster—10, 16, 18, 22. Steel wool—10, 15, 16, 18, 22. 
Playground ball—i0, 13. Stencils—7, 10. 
Polish—10, 15. Stove bolts—i6. 
Postage—7, Strings, musical instruments—10. 
Posters—7, 10. Sweeping compound—15. 
Printed notice—7, 10, 13. Tablet—7, 10. 
Printing—7, 10. Tacks—7, 10, 11. 
Pupil register—10. Tags—10, 15. 
Push button—10, 16, 22. Tape—adhesive—10, 13, 14. 
Push pin—7, 10. bookbinding—10. 
Putty—10, 16, 18, 22, Tennis ball—i0, 13. : 
Radiator brush—15, Tests—10. 
Radiator compound—11, Textiles—cloth—10, 15. 
Raffia—10. thread—10. 
Rasp—10, 16. yarn—10. 
Rat Poison—16, Thimble—10. 
Record book—7, 10, 18, 14, Thread—10. 
Record cards—7, 10, 14. Thumb tacks—7, 10, 14. 
Reed—10. Tickets, admission—10, 18. 
Report cards—10, Tin drinking cup—13, 15. 
Report forms—7, 10, 14. Toilet paper—15. 
Requisition blanks—7, Tongue depressors—14, 
Ribbon for diplomas—10. Towels—13, 15. 
Ribbon for office machine—7, 10. Toy—10. 
fi Rock salt—10, 15. Toy money—10. . 
yy Roll for duplicator—7, 10. Tracing cloth—7, 10. 
i Roof cement—10, 11, 16, 18, 22, Treasurer’s book—7. 
el Roofing material—10, 11, 16, 18, 22. Trophy—10, 14. i, 
t Rope—10, 11, 18, 15. Turpentine—10, 15, 16, 18, 22. | 
ney Rope binders (library) —10. Twine—7, 10, 15. 
| Rubber ball—10, 18, 16. Type cleaner—7, 10. 


Rubber stamp—7, 10, 
Rubber stamp pad—7, 10. 
Safety pins 10, 16, 


| Valve compound—10, 11, 15. 

| Varnish—10, 15, 16, 18, 22. 
| Varnish remover—10, 15, 16, 18, 22. 
Salt—10, 18) 25. | Veretables—10, 18. 

Sand—10, 18, 15, 16, 18. 99 
a 


2, Volley ball—10, 13. 


Sandpaper—10, 18, 16, Wallpaper—10, 16, 18, 22. 
Sanitary napkins-—15, | Wallpaper cleaner—16, 18. 
Sanitary towels—16, | Washers—16, 18, 22. 

Sash cord-11, 16. 18, 32. ) Washing powder—10, 18, 15. 
Sawblades—10, LGo1R 89. | Waste—10, 16. 


Sawdust 10, 18, 
Scorebook AQ, 1a, 


| Water color—10. F eats = 
Waterproofing material—10, 11, 16, 18. 
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lations thereof, including the ‘Articles of Incorporation, By Laws and Standard Provisions, 
and also including all amendments and endorsements thereto. The undersigned applicant 
agrees to pay all assessments made in accordance with the terms of said policy. 
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